LHEE
Announcement No. A-09-030
—REEFTIYA :
JE AR E tth 22 FE [ ) 1 Cut Off Date 01 APR 2009
EERA: BERTEE THS
VACANCY ANNOUNCEM ENT Closing Date Open until filled
F47H:
Date of Issue 11 MAR 2009
1.EkFE4 Job title (F#k Grade _1-4 FBFEFEHKLAD 2 ) BEAH 4. B HBH Area of Consideration
Secretary, MLC #198 No. of Recruitment | P 3 MLC/IHA ¢ 8 (EBEXPY)
_______________ oo Current MLC/IHA Employee within Activity
EWNEHRTOER ) gﬁb TEI No D Al Yes g I8 MLC/IHA %%E(Ei)}lﬂ)
| Acceptance at Lower Grade Trainee ~ FIREG SR Possible Grade: 1 % Current MLC/IHA Employee in commuting distance
EXEEN O #HgeR O Rz - EhR O=E&ER X BHMLCIHAREE(2TEBXKE)
Administrative  Trade & Service Security & Fire Medical Current MLC/IHA Employee Japan Wide
2.88F% Activity X1 4+ &B Off Base Applicant
Facilities Sustainment Branch (PRA31), 5. FADFEHE Type of Employment
Production Division, PWD Atsugi, NAVFACFE % mIAC
B #5I5AT Working Place: #&#im K E[EAREH  Ayase, Oogami, Atsugi Base O B8 HeT
3. ENFEEER Work Schedule (3B_40 BRI hr/wk ) o
#1758 Work Day: Mon - Fri X E—':ﬁ Permanent
75E5R Work Hours: 0745-1630 [ BR%E Limited Term (NTE: )
[] %) Night Shift X % Overtime  [X] i3 Business Travel

6.5 #E M Duties

Performs secretarial service to Branch Director as directed. Receives telephone calls to the branch, directs visitors and customers to appropriate person
or office. Maintain supervisor's calendar, schedule appointments and engagements, prepare notes regarding topics to be discussed; make travel
arrangements and prepare travel vouchers. Receives incoming correspondence, screening material for suspense dates, establishing controls, and
following up. Reviews outgoing correspondence for attachments, dates, signature, addresses and destinations. Checks spelling, conformance to Navy
correspondence formats and procedural requirements. Maintains suspense records on all correspondence and action documents and follows up.
Organize and maintain files, records, manuals, handbooks, telephone directory, personnel list and other related materials. Requisitions office supplies,
equipment, and publications. Maintain time and attendance for FS Management Staff, and MLC employees using the Labor Distribution System
(LDS). Monitors branch overhead budget expense monthly report, formulate a spreadsheet to inform the Director of estimated and execution shortfall.
Takes part in budget formulation for commaodities when needed. Supports administrative work for employees working in Kamiseya Base in time and
attendance input, special work allowance, uniform issuance, TAD, training, etc. Performs other related or incidental duties as assigned.

7. B#F KR Working Condition:

8. BHEH . Bi&E&H Qualification/Physical Requirements

- One year of work experience in any clerical, administrative, or technical field or completion of four-year college/university in any field.

- Knowledge of Navy Correspondence and general office work.

- Skill in operating a personal computer system (MS-Office Suite, Word, Excel, Access, PowerPoint, etc.).

- Ability to speak, read and write English at average proficiency level (LAD-2).

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

[Eligibility for MLC Employment]

- Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of alien registration certificate (both front and back
sides) and copy of your passport (picture and visa stamp pages) to your application.

- Former US Military Members: Please attach DD Form 214 to your application. Former military retirees must first obtain approval for employment under foreign
government from the Chief of Naval Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

#EE 5 English Language Proficiency : []#Z 74 L None []#)#% Basic XIsh#k Intermediate []_E#% Advanced [14FEXMAEH Exceptional

%P Educational Background : See block #8 | $55E. 16 T 5 License/Certificate Required : See Block #8

9.iRtH¥ %+ d Application and Associated Documents

X BREIGEFA#E (% - @) Application for Vacancy Announcement (HROY Form 1, Front & Back) http://hro.cnfj.navy.mil

*[X] EFRIEREER Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil

*MEBAIL Complete * in [] BAEE T Japanese [] #EFET English X &5 5 T3 Either

HR ORI E AT 25613, BEECLTUTOEEEZTLALTFE, ZEEEAHRES. K4, EfE EFEA R, BiFEs. (BT P8 BET
DINHE S LA . WBSRIE (Sik4n . AN, BTN, 3 LV EBNAER LR 72 L) . To be considered for selection, resume must include at
least the following information: Announcement number, full name, citizenship, phone number, address, SOFA status, education backgrounds, work experience (periods
of employment, company name, description of major work, weekly hours of work) Any special skills and licenses related to the duties of the position to be filled.

X HEDEEHEIERAT 5 ELEDDE L Certificate of English Proficiency (Copy)

X 80 HEIF #8: L, BEEDEERS /- KRBV EIEMAHME (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BXREEUNDAX. SEABFIER U/ IR HR— F/EFED 3 E— For non-Japanese citizen applicants, copy of Alien Registration Card and Passport/Visa.

R L& 5E for Job Inquiries 1R 5 Office to Submit EFEAIEM For Official Use
ALEE HLYE S Office/POC T252-1101 #8Z)I| E#EET AL
EXREH AEL Oogami, Ayase-Shi PDN: FEC-PRA31-009
H0467-78-2661 / DSN 264-3426/3624 [EAREH AFEE HRO BOX12

sk i PR Ry QRS BB AT E OFG ) F 2R 1% = & Tlo L3R ERT %5 0 Z &, Send application and attachments to HRO Atsugi SO by 1500 of the Cut
Off/Closing date of the announcement.

% B I T MLC/IIHA BUE OFE B 2072 L TR WIS EEITREZE DS L 72 0 £ A, Ineligible applicants will not be referred for consideration.
R PR SR EFITRIE L LEWY A, Submitted applications will not be returned.


http://hro.cnfj.navy.mil/
http://hro.cnfj.navy.mil/

	VACANCY ANNOUNCEMENT
	01 APR 2009
	選考決定まで継続
	Open until filled
	11 MAR 2009


